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SECTION 12.   REPORTS 
 
12.1  Reports Overview.  The Reports function provides the capability to produce 
specific listings and reports that are not included in other functional areas of the SPR-
Module.  The Reports function also provides an Ad Hoc Query capability that provides a 
tool to create and maintain unique views and reports.  From the SPR-Module Main 
Menu, click Reports to display the Reports menu (Figure 12.1-1). 
 

 
Figure 12.1-1   SPR-Module Main Menu, Reports Menu 
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12.2  Cyclic Inventory Listing.  This report option provides a listing, which can be used 
as a worksheet to conduct and record inventories (100% or cyclic).  The listing is 
produced based on the UIC and LIN range entered.  From the SPR-Module Main 
Menu, click Reports and then click Cyclic Inventory Listing to display the screen with 
default information (Figure 12.2-1). 
 

 
Figure 12.2-1   Cyclic Inventory Listing Screen 

 
a. To produce the listing for the desired UIC and LIN range: 
 
 (1) Click the UIC LOV and then click the desired UIC.   
 
 (2) Enter the Begin LIN and the END LIN (alpha is greater than numeric) for 

the cyclic inventory.  Ensure that both the Begin LIN and End LIN are valid for the UIC 
selected.  To receive a report for a 100% inventory for the selected UIC enter “0” as the 
BEGIN LIN and “ZZZZZZ” as the END LIN.   

 
 (3) Click the Search button to display the search results. 
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b. To assign an Inventory Control Number: 
 
 (1)  Click the Submit Inventory button to display the Inventory Control Number 

message (Figure 12.2-2).  
 

 
Figure 12.2-2   Inventory Control Number Message 

 
 (2) Click OK to return to the Cyclic Inventory Listing screen. 
 
c.  To view the Inventory Report which, displays information on open inventories: 
 
 (1) From the Cyclic Inventory Report screen, click the Inventory Report 

button to display the Inventory Report screen with the Inventory tab defaulted (Figure 
12.2-3).   

 

 
Figure 12.2-3   Inventory Report Screen, Inventory Tab 
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(2) To search for specific records: 
 
  (a) Click the Search button to display the search screen (Figure 12.2-4). 
 

    
   Figure 12.2-4   Inventory Report Search Screen 

 
  (b) Click the Column Name LOV and click the desired name. 
 
  (c) Type the desired value. 
 
  (d) Click the Find button to display the results.  
 
 (3) To close an inventory: 
 
  (a) Click the desired underscored INV CONTROL NUM to highlight the 

record. 
 
  (b) Click the Close Inv button to display the “Close this inventory?” 

message (Figure 12.2-5). 
 

 
Figure 12.2-5   Close this Inventory Confirmation 

 
  (c) Click the Yes button to close the inventory. 
 
  (d) Click OK to message “Inventory item(s) have been closed” . 
 
 (4) To print the Open Inventory report, click the Print button and Open the 

file using Microsoft Excel.  Once the report is displayed in Microsoft Excel: 
  
   (a) Click File (located on the toolbar) to display the File Menu. 
 
   (b) Click Print and select the desired printing options. 
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(c) Click OK to print the listing.  

 
   (d) Click Close to exit from Microsoft Excel. 

 
NOTE:  For further assistance on the print function, see Section 4. 
 
 (5) To view the Inventory Report, Discrepancy tab, click the Discrepancy 
tab from the Inventory Report screen (Figure 12.2-6).  

  

 
Figure 12.2-6   Inventory Report Screen, Discrepancy Tab  

 
  (a) To Search for specific records: 
 
   1  Click the Search button to display the search screen (Figure 

12.2-7). 
 

 
Figure 12.2-7   Inventory Report, Discrepancy Search 

 
   2  Click the Column Name LOV and click the desired name. 
 
   3  Type the desired value. 
 
   4  Click the Find button to display the results. 
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  (b) To print the report, click the Print button and Open the file using 

Microsoft Excel.  Once the report is displayed in Microsoft Excel: 
  
    1 Click File (located on the toolbar) to display the File Menu. 
 
    2 Click Print and select the desired printing options. 
 
    3 Click OK to print the listing. 

 
    4 Click Close to exit from Microsoft Excel. 
 
NOTE:  For further assistance on the print function, see Section 4.     
 
   (c) To delete a record: 
 
    1 Highlight the desired record. 
 
    2 Click the Delete button.  
 
    3 Click OK to confirmation message. 

 
d. To print the Cyclic Inventory Listing, from the Cyclic Inventory Listing 

screen, click the Print button and Open the file using Microsoft Excel.  Once the report 
is displayed in Microsoft Excel: 

  
 (1) Click File (located on the toolbar) to display the File Menu. 
 
 (2) Click Print and select the desired printing options. 
 
 (3) Click OK to print the listing.  
 

(4) Click Close to exit from Microsoft Excel. 
 
NOTE:  For further assistance on the print function, see Section 4. 

 
e. When finished with the listing, click the Close button to return to the SPR-

Module Main Menu. 
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12.3  Sensitive Item Inventory Listing.  This option provides a listing, which can be used 
to conduct and record sensitive, explosive, and hazardous item inventories.  This 
process produces the listing that identifies the sensitive, explosive, and hazardous items 
to be inventoried for the UIC and LIN range (optional) entered based on the Controlled 
Inventory Item Codes (CIIC) entered in the Monthly Sensitive Items Code Table.  From 
the SPR-Module Main Menu, click Reports and then click Sensitive Item Inventory 
Listing to display the screen (Figure 12.3-1 and 12.3-2). 
 

 
Figure 12.3-1   Sensitive Item Inventory Listing Screen 

 

 
Figure 12.3-2   Sensitive Item Inventory Listing Screen (scroll to bottom) 

 
a. To produce the listing for the desired UIC and LIN or Rack Number range: 
 
 (1) Click the UIC LOV and then click the desired UIC. 
 
 (2) Click the Search By LOV and click desired value.   
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 (2) Enter the Begin and the End (alpha is greater than numeric) desired for 

the sensitive item inventory.  Ensure that both the Begin and End values are valid for 
the UIC selected.  To receive a report for ALL sensitive items for the selected UIC, 
select LIN and enter “0” as the Begin and “ZZZZZZ” as the End. 

 
 (3) Click the Search button to display the search results. 
 
b. To assign an Inventory Control Number: 
 
 (1)  Click the Submit Inventory button to display the Inventory Control Number 

message (Figure 12.3-3).  
 

 
Figure 12.3-3   Inventory Control Number Message 

 
 (2) Click OK to return to the Cyclic Inventory Listing screen. 
 
c.  To view the Inventory Report which, displays information on open inventories: 
 
 (1) From the Sensitive Item Inventory Report screen, click the Inventory 

Report button to display the Inventory Report screen with the Inventory tab defaulted 
(Figure 12.3-4).   

 

 
Figure 12.3-4   Inventory Report Screen, Inventory Tab 
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(2) To search for specific records: 

 
  (a) Click the Search button to display the search screen (Figure 12.3-5). 
 

    
   Figure 12.3-5   Inventory Report Search Screen 

 
  (b) Click the Column Name LOV and click the desired name. 
 
  (c) Type the desired value. 
 
  (d) Click the Find button to display the results.  
 
 (3) To close an inventory: 
 
  (a) Click the desired underscored INV CONTROL NUM to highlight the 

record. 
 
  (b) Click the Close Inv button to display the “Close this inventory?” 

message (Figure 12.3-6). 
 

 
Figure 12.3-6   Close this Inventory Confirmation 

 
  (c) Click the Yes button to close the inventory. 
 
  (d) Click OK to message “Inventory item(s) have been closed” . 
 
 (4) To print the Open Inventory report, click the Print button and Open the 

file using Microsoft Excel.  Once the report is displayed in Microsoft Excel: 
  
   (a) Click File (located on the toolbar) to display the File Menu. 
 
   (b) Click Print and select the desired printing options. 
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   (c) Click OK to print the listing.  
 
   (d) Click Close to exit from Microsoft Excel. 

 
NOTE:  For further assistance on the print function, see Section 4. 
 
 (5) To view the Inventory Report, Discrepancy tab, click the Discrepancy 
tab from the Inventory Report screen (Figure 12.3-7).  

  

 
Figure 12.3-7   Inventory Report Screen, Discrepancy Tab  

 
  (a) To Search for specific records: 
 
   1  Click the Search button to display the search screen (Figure 

12.3-8). 
 

 
Figure 12.3-8   Inventory Report, Discrepancy Search 

 
   2  Click the Column Name LOV and click the desired name. 
 
   3  Type the desired value. 
 
   4  Click the Find button to display the results. 
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  (b) To print the report, click the Print button and Open the file using 

Microsoft Excel.  Once the report is displayed in Microsoft Excel: 
  
    1 Click File (located on the toolbar) to display the File Menu. 
 
    2 Click Print and select the desired printing options. 
 
    3 Click OK to print the listing. 

 
    4 Click Close to exit from Microsoft Excel. 
 
NOTE:  For further assistance on the print function, see Section 4.     
 
   (c) To delete a record: 
 
    1 Highlight the desired record. 
 
    2 Click the Delete button.  
 
    3 Click OK to confirmation message. 

 
d. To print the Sensitive Item Inventory Listing, from the Sensitive Item 

Inventory Listing screen, click the Print button and Open the file using Microsoft 
Excel.  Once the report is displayed in Microsoft Excel: 

  
 (1) Click File (located on the toolbar) to display the File Menu. 
 
 (2) Click Print and select the desired printing options. 
 
 (3) Click OK to print the listing.  
 

(4) Click Close to exit from Microsoft Excel. 
NOTE:  For further assistance on the print function, see Section 4. 

 
e. When finished with the listing, click the Close button to return to the SPR-

Module Main Menu. 
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12.4  Parent Level Property Listing Organization.  This option provides a listing that 
summarizes by the 4-position parent UIC and the LIN range entered, all hand-receipted 
property required, authorized, on-hand, and due-in.  From the SPR-Module Main 
Menu, click Reports and then click Parent Level Property Listing Organization to 
display the screen with default information (Figure 12.4-1). 
 

 
Figure 12.4-1   Parent Level Property Listing Organization Screen 

 
a. To produce the listing for the desired 4 Position Parent UIC, LIN range, and 

PBIC: 
 
 (1) Click the 4 Position Parent UIC LOV and then click the desired 4 Position 

Parent UIC.   
 
 (2) Enter the Begin LIN and End LIN desired (alpha is greater than numeric). 
 
 (3) Click the PBIC LOV and then click the desired PBIC or leave blank for all.  
 
 (4) Click the Search button to display the search results.   
 
b. To print the report, click the Print button and Open the file using Microsoft 

Excel.  Once the report is displayed in Microsoft Excel: 
  
 (1) Click File (located on the toolbar) to display the File Menu. 
 
 (2) Click Print and select the desired printing options. 
 
 (3) Click OK to print the listing.  
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(4) Click Close to exit from Microsoft Excel. 

 
NOTE:  For further assistance on the print function, see Section 4. 

 
c. When finished with the listing, click the Close button to return to the SPR-

MODULE Main Menu. 
 
12.5  UIC Change Listing.  This option provides a listing by PBIC (per the old UIC) of 
equipment transferred to a new UIC, due to re-designation or reorganization.  The 
Listing serves as a supporting document for the UIC change.  From the SPR-Module 
Main Menu, click Reports and then click UIC Equipment Change Listing to display 
the following screen (Figure 12.5-1). 
 

 
Figure 12.5-1   UIC Equipment Change Listing Screen 

 
a. Click the Old UIC LOV and then click the UIC desired.  Once the Old UIC is 

selected, the screen will then appear with the information.   
 
b. To print the report, click the Print button and Open the file using Microsoft 

Excel.  Once the report is displayed in Microsoft Excel: 
  
 (1) Click File (located on the toolbar) to display the File Menu. 
 
 (2) Click Print and select the desired printing options. 
 
 (3) Click OK to print the listing.  
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(4) Click Close to exit from Microsoft Excel. 

 
NOTE:  For further assistance on the print function, see Section 4.  

 
c. When finished with the listing, click the Close button to return to the SPR-

Module Main Menu. 
 
12.6  Dollar Value/Capital Equipment Listing.  This option provides a financial (dollar) 
accounting listing, of all assets, for a UIC/HRH for the specified PBIC and dollar value. 
The listing also provides dollar value rollups, by fund category, based on the 
Appropriation and Budget Activity Code (ABA) assigned to the asset.  From the SPR-
Module Main Menu, click Reports and then click Dollar Value/Capital Equipment 
Listing to display the following screen (Figure 12.6-1).   
 

 
Figure 12.6-1   $ Value/Capital Equipment Listing Screen 

 
a. To produce the Dollar Value Listing or the Capital Equipment Listing: 
 
 (1) UIC:  Click the 4 Position UIC LOV and then click the desired UIC to 

obtain a parent level listing, or click the 6 Position UIC LOV and then click the desired 
UIC to obtain a Dollar Value listing, or leave both fields blank to produce a Capital 
Equipment Listing.  

 
 (2) PBIC:  Click the PBIC LOV and then click the desired PBIC or leave blank 

to produce a listing for all PBIC. 
 
 (3) Dollar Value:  Enter the whole dollar amount; individual items with a dollar 

value equal or greater than the amount (for the UIC and PBIC entered), will appear on 
the listing.   
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Notes: 

• If a 4-position UIC (parent level), PBIC, and Dollar Value are entered, then a 
Dollar Value Listing for the criteria entered is displayed.  

• If a 6-position UIC (Hand Receipt level), PBIC, and Dollar Value are entered, 
then a Dollar Value Listing for the criteria entered is displayed. 

• If a 6-position UIC (Hand Receipt level) and Dollar Value are entered, then a 
Dollar Value Listing for the criteria entered for all PBIC(s) is displayed.  

• If only a Dollar Value is entered, then a Capital Equipment Listing for the dollar 
value entered for all UIC(s) and PBIC(s) is displayed. 

• If a PBIC and Dollar Value are entered, then a Capital Equipment Listing for the 
criteria entered for all UIC(s) is displayed.  

  
(4) Click the Apply button to display the requested Dollar Value Listing (Figure  

12.6-2) or the Capital Equipment Listing (Figure 12.6-3). 
 

 
Figure 12.6-2   Dollar Value Listing Screen 
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Figure 12.6-3   Capital Equipment Listing Screen 

 
b. To print the report, click the Print button and Open the file using Microsoft 

Excel.  Once the report is displayed in Microsoft Excel: 
  
 (1) Click File (located on the toolbar) to display the File Menu. 
 
 (2) Click Print and select the desired printing options. 
 
 (3) Click OK to print the listing.  
 

(4) Click Close to exit from Microsoft Excel. 
 
NOTE:  For further assistance on the search or print functions, see Section 4. 

 
 c. When finished with the listing, click the Close button to return to the SPR-
Module Main Menu. 
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12.7  Consolidated Property Listing.  This option provides a listing of all property book 
assets required, authorized, on-hand, or due-in for the specified PUIC, PBIC, and LIN 
range entered.  Note that the display of Serial/Registration/Lot/System Numbers on the 
listing is optional.  From the SPR-Module Main Menu, click Reports and then click 
Consolidated Property Listing to display the following screen (Figure 12.7-1).   
 

 
Figure 12.7-1   Consolidated Property Listing Screen 

 
a. To produce the Consolidated Property Listing (CPL): 
 
 (1) PUIC:  Click the PUIC LOV and then click the desired UIC or leave blank 

to select all UICs listed. 
 
 (2) PBIC:  Click the PBIC LOV and then click the desired PBIC or leave blank 

to select all PBICs listed. 
 
 (3) Beginning LIN:  Enter a beginning LIN, if desired. 
 
 (4) Ending LIN:  Enter an ending LIN, if desired. 
 
 (5) Show Serial/Registration/Lot/System Numbers on Report:  Click the 

check box to display the numbers on the report or leave blank, if a display of the 
numbers is not desired. 
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(6)  When finished entering the selection criteria, click the Generate Report 

 button to display the Soft/Hard Copy dialog (Figure 12.7-2). 
 

 
Figure 12.7-2   Soft/Hard Copy Dialog 

 
 (7) Click the OK button to display the creating report message (Figure 12.7-3).  

If the cancel button is clicked then the listing will not be displayed and you will be 
prompted to save the listing as a (zipped) file (Figure 12.7-7). 
 

 
Figure 12.7-3 Creating Report Message 

 
 (8) The listing will be displayed without serial numbers (Figure 12.7-4), or with 

serial numbers (Figure 12.7-5) based on the selection criteria entered. 
 

 
Figure 12.7-4   Consolidated Property Listing Screen (w/o Serial Nos) 
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Figure 12.7-5   Consolidated Property Listing Screen (w/Serial Nos) 

 
  (9) Click View Ser Nos to display the detailed serial number information 
(Figure 12.7-6). 
 

 
Figure 12.7-6 Detailed Serial Number Information 
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b. To view specific sections of the report click the desired beginning letter of LIN 

or click the Search Report button to display the CPL Search screen with Serial 
Numbers (Figure 12.7-7) or with out serial numbers (Figure 12.7-8) based on the report 
criteria previously entered.  

 

 
Figure 12.7-7   CPL (w/Serial No) Search 

 

 
Figure 12.7-8 CPL (w/o Serial Nos) Search 
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 (1) Enter the desired search criteria. 
 
 (2) Click the Submit button to display the results. 
 
c. To generate the Consolidated Property Listing as a zipped file (to later 

download and print at your convenience), click the Print Report button and the 
appropriate Being Generated message will be displayed (Figure 12.7-9 or Figure 12.7-
10).    

 

 
Figure 12.7-9   Being Generated Message w/Serial Nos 

 
  (1)  Click the OK button to close the being generated w/serial numbers 

message, if applicable. 
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Figure 12.7-10 Being Generated Message w/o Serial Nos 

 
 (2) Click the OK button to close the being generated w/o serial numbers 

message, if applicable.  
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d. To download the Consolidated Property Listing File, click the View CPL button 

and the Consolidated Property Listing Download Center will be displayed (Figure 
12.7-11). 
 

 
Figure 12.7-11   Consolidated Property Listing Download Center 

 
NOTE:  If the file does not appear immediately then wait a moment and click the 
Refresh button. 
 
  (1) Click the desired file name to save the file to a local drive. 
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  (2) If the security warning is displayed (Figure 12.7-12) then click the OK 
button. 
 

 
Figure 12.7-12   Security Warning 

 
  (3) If the Unknown File Type message is displayed (Figure 12.7-13) then 
click the Save File… button. 
 

 
Figure 12.7-13   Unknown File Type 
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 (4) The Save As… screen is then displayed (Figure 12.7-14) with the Desktop 
as the default save in location and the system generated file name. 
 

 
Figure 12.7-14   Save As… Screen 

 
  (a) Click the Save in LOV and change the location, if desired. 
 
  (b) Click the File name and change the system generated name, if 

desired. 
 
  (c) Click the Save button to save the file to the selected location.  
 
d. To print the saved zipped file, double click the file icon and follow the WinZip 

prompts to unzip the file.  Once the file is unzipped click the file to display the listing in 
Microsoft Excel.          

  
 (1) Click File (located on the toolbar) to display the File Menu. 
 
 (2) Click Print and select the desired printing options. 
 
 (3) Click OK to print the listing.   
 
 (4) Click Close to exit from Microsoft Excel. 
 
e. When finished with the listing, click the Close button. 
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12.8  Ad Hoc Queries.  This option provides the capability to query the database for 
information and generate tailored reports from information stored in the SPR-Module 
tables based on your specifications.  This process does not change data in any tables. 
All Ad Hoc reports are based on a view.  A view can be a single table (quick view) or 
multiple tables joined together by common fields (joined view).  Once a view is created 
then one or more reports can be created based on the view.  A report consists of fields 
you want displayed and the constraints you want to limit what data is retrieved for the 
report.  From the SPR-Module Main Menu, click Reports, and then click Ad Hoc 
Queries to display the Ad Hoc Views screen with introduction text  (Figure 12.8-1) or 
the Ad Hoc Views screen with saved views (Figure 12.8-2).  
 
NOTE:  If you have at least one saved view then the introduction text will not be 
displayed.   
 

 
Figure 12.8-1   Ad Hoc Views (with introduction text) 

 

 
Figure 12.8-2   Ad Hoc Views (with a previously saved view) 
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a. To create a Quick View (single table) from the Ad Hoc Views screen: 

 
  (1) Click the New Quick View button to display the Create View screen 
(Figure 12.8-3). 
 

 
Figure 12.8-3   Create View 

 
  (2) Type a Name for the view being created. 
 
  (3) Type a brief Description of the view being created. 
 
  (4) Click the Table LOV and select the desired table.   
 
  (5) Click the Save button to display the View Builder screen with the 
“view has been successfully saved” message (Figure 12.8-4). 
 

 
Figure 12.8-4   “Successfully Saved” Message 

 
  (6) Click the Return to your view list link to return to the Ad Hoc Views 
screen. 
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 b. To create a Joined View (multiple tables) from the Ad Hoc Views screen: 
 
  (1) Click the    New Joined View button to display the View Builder 
screen (Figure 12.8-5). 
 

 
Figure 12.8-5   View Builder (Joined View) 

 
  (2) Type a Name for the view being created. 
 
  (3) Type a brief Description of the view being created. 
 
  (4) Click the Add Joined button to display the Build a Join screen 
(Figure 12.8-6).   
 

 
Figure 12.8-6   Build a Join 
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 (5) Click the desired Table 1 and Table 2 LOVs and click the desired tables  
(Figure 12.8-7). 
 

 
Figure 12.8-7   Build a Join with Tables Selected 

 
  (6) Click the desired common field and then click the Add Join button to 
display the View Builder (Joined View) screen (Figure 12.8-8).  
 
NOTE:  The fields selected must be equal (e.g. NSN and NSN) to join the tables. 
 

 
Figure 12.8-8   View Builder Joined Tables  
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  (7) Click the Save button to display the View builder with the 
“successfully save” message (Figure 12.8-9).  
 

 
Figure 12.8-9   View Builder with Successfully Saved Message 

 
  (8) Click the Return to your view list link to return to the Ad Hoc Views 
screen. 
 
 c. To create a report from the Ad Hoc Views screen (Figure 12.8-10): 
 

 
Figure 12.8-10   Ad Hoc Views 

 
  (1) Click the Create New report link corresponding to the desired view 
and then the Report Builder screen will be displayed (Figure 12.8-11). 
 

 
Figure 12.8-11   Report Builder 
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  (2) Type the desired Report Name and Description. 
 
  (3) Select the desired Available Fields to appear on your report. 
 
   (a)  Use the left pointing arrow button to add a field and use the right 
pointing arrow button to remove a field from the report. 

 
(b)  Once the fields are selected then use the up and down arrow 

button to determine the order the fields will appear in on the report. 
 
  (4) Click the Sort on LOV and click the desired field for the report to be 
sorted by. 
 
  (5) Scroll to the bottom of the Report Builder screen to display the 
available buttons (Figure 12.8-12). 
 

 
Figure 12.8-12   Report Builder with available buttons 
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  (6) Click the Modify Constraints button to add selection criteria to your 
report (Figure 12.8-13). 
 

 
Figure 12.8-13   Constrain Report Screen 

 
   (a)  Click the Field LOV and click the desired field. 
 
   (b)  Click the blank column to make a negative constraint, if desired. 
 
   (c)  Click the Condition LOV and click the desired condition. 
 
   (d)  Type the desired value. 
 
   (e) Click the Add Constraint button to continue adding additional 
constraints. 
 
   (f)  Click the Cancel button to return to the Report Builder screen.  
 
   (g)  Click the Apply button to save the constraint and return to the 
Report Builder screen. 
 
  (7) Click the Save button to save the report and display the Report 
Builder screen with the successfully saved message.  
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  (8) Click the View Report to preview the report (Figure 12.8-14). 
 

 
Figure 12.8-14   Report Viewer 

 
 d. To maintain views from the Ad Hoc Views Screen (Figure 12.8-18). 
 

 
Figure 12.8-18   Ad Hoc Views 

 
  (1) To change the View Name and/or the Description, click the Edit Icon 
corresponding to the desired view and the system will return to the View Builder screen 
so you can make the desired changes.   
 
  (2) To delete a view (and all associated reports), click the Delete button 
corresponding to the desired view and then click OK to the delete message.  
 
  (3) To Export a view, click the Export check box and then click the 
Export View button and the system will display the Save as screen for you to use. 
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(4) To Import a view, click the Import View button to display the  

Import Ad Hoc File screen (Figure 12.8-19). 
 

 
Figure 12.8-19   Import Ad Hoc File 

 
   (a)  Click the Browse button to locate the desired file using the File 
Upload screen. 
 
   (b)  Once you have desired file displayed in the Browse window, click 
the Submit button to import the file.  
 
 e. To maintain Reports from the Available Reports screen (Figure 12.8-20). 
 

 
Figure 12.8-20   Available Reports 

  
  (1) To change the Report Name, Description, Fields Displayed, Field 
Order, Sort, and/or Constraints click the Edit Icon corresponding to the desired report 
and the system will return to the Report Builder screen so you can make the desired 
changes. 
 
  (2) To make a Copy of the report, click the Copy Icon corresponding to 
the desired report. 
 
  (3) To Export a report, click the Export check box corresponding to the 
desired report and then click the Export Report button and the system will display the 
Save as screen for you to use. 
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(4) To Import a report, click the Import Report button to display the 

Import Ad Hoc File screen (Figure 12.8-21). 
 

 
Figure 12.8-21   Import Ad Hoc File 

 
   (a)  Click the Browse button to locate the desired file using the File 
Upload screen. 
 
   (b)  Once you have desired file displayed in the Browse window, click 
the Submit button to import the file.  
    
12.9  Commanders Financial Transaction Listing.  This option provides a listing of daily 
expenditures.  From the SPR-Module Main Menu, click Reports, and then click 
Commander’s Financial Transaction Listing to display the screen (Figure 12.9-1).     
 

 
Figure 12.9-1   Commander’s Financial Transaction Listing 
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a. To search the listing for specific record(s):  

 
  (1) Click the Search button to display the search screen (Figure 12.9-2). 
 

 
Figure 12.9-2   Commander’s Financial Transaction Listing Search 

 
  (2) Click the Column Name LOV and click the desired name.  
 
  (3) Complete the search criteria and click the Execute Query button to 
display the results. 
 
NOTE:  For more information on searches, see Section 4. 
 

b. To print the listing, click the Print Report button to Open the report using 
Microsoft Excel.  Once the report is displayed in Microsoft Excel: 

  
   (1) Click File (located on the toolbar) to display the File Menu. 
 
   (2) Click Print and select the desired printing options. 
 
  (3) Click OK to print the listing.   
 
  (4) Click Close to exit from Microsoft Excel. 
 

NOTE:  For further assistance on the print function, see Section 4. 
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12.10  Commander’s Exception Listing.  This option provides a listing of high priority 
and/or high dollar value requests.  From the SPR-Module Main Menu, click Reports, 
and then click Commander’s Exception Listing to display the screen (Figure 12.10-1). 
 

 
Figure 12.10-1   Commander’s Exception Report 

 
 a. To search the listing for specific record(s):  
 
  (1) Click the Search button to display the search screen (Figure 12.10-2). 
 

 
Figure 12.10-2   Commander’s Exception Report Search 

 
  (2) Click the Column Name LOV and click the desired name.  
 
  (3) Complete the search criteria and click the Execute Query button to 
display the results. 
 
NOTE:  For more information on searches, see Section 4. 
 

b. To print the listing, click the Print Report button to Open the report using 
Microsoft Excel.  Once the report is displayed in Microsoft Excel: 

  
   (1) Click File (located on the toolbar) to display the File Menu. 
 
   (2) Click Print and select the desired printing options. 
 
  (3) Click OK to print the listing.   
 
  (4) Click Close to exit from Microsoft Excel. 
 

NOTE:  For further assistance on the print function, see Section 4. 
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12.11  Property Imbalance.  This option provides a listing that depicts out of balance 
conditions between the Primary Hand Receipt on-hand quantity and the Sub-Hand 
Receipt on-hand quantity.  From the SPR-Module Main Menu, click Reports, and then 
click Property Imbalance to display the screen (Figure 12.11-1).   
 

 
Figure 12.11-1   Property Imbalance Report 

  
a. To search the listing for specific record(s):  
 
  (1) Click the Search button to display the search screen (Figure 12.11-2). 
 

 
Figure 12.11-2   Property Imbalance Report Search 

 
  (2) Click the Column Name LOV and click the desired name.  
 
  (3) Type the desired Value and click the Execute Query button to display 
the results. 
 
NOTE:  For more information on searches, see Section 4. 
 

b. To print the listing, click the Print Report button to Open the report using 
Microsoft Excel.  Once the report is displayed in Microsoft Excel: 

  
   (1) Click File (located on the toolbar) to display the File Menu. 
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   (2) Click Print and select the desired printing options. 
 
  (3) Click OK to print the listing.   
 
  (4) Click Close to exit from Microsoft Excel. 
 

NOTE:  For further assistance on the print function, see Section 4. 
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12.12  User Created Asset Report.  This option provides a listing of sub-hand receipt 
user created assets.  From the SPR-Module Main Menu, click Reports, and then click 
User Created Asset Report to display the screen (Figure 12.12-1).     
 

 
Figure 12.12-1   User Created Asset Report 

 
 a. To search the listing for specific record(s):  
 
  (1) Click the Search button to display the search screen (Figure 12.12-2). 
 

 
Figure 12.12-2   User Created Asset Report Search 

 
  (2) Click the Column Name LOV and click the desired name.  
 
  (3) Type the desired Value and click the Execute Query button to display 
the results. 
 
NOTE:  For more information on searches, see Section 4. 
 

b. To print the listing, click the Print Report button to Open the report using 
Microsoft Excel.  Once the report is displayed in Microsoft Excel: 

  
   (1) Click File (located on the toolbar) to display the File Menu. 
 
   (2) Click Print and select the desired printing options. 
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(3) Click OK to print the listing.   

 
  (4) Click Close to exit from Microsoft Excel. 
 

NOTE:  For further assistance on the print function, see Section 4. 
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